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Agency staff can use this report to identify possible payroll errors before payroll is
processed each pay period. State Finance must complete preliminary payroll
processing before this report will be useful. This report can also display all earnings
and deductions and can be run for closed payroll periods as needed for historical
research.

Business Process Procedure Overview

Generally, State Finance runs a preliminary payroll Monday morning of payday
week and runs the actual payroll the following Tuesday morning. Other state
agencies can review the results of the preliminary payroll by running this report.

Agencies can enter selection criteria that will most likely identify potential errors. For

example, an agency may want to list all employees who will not be paid or who
earned overtime or comp time.

Agency staff runs the Payroll Results Edit report to list questionable pay that will be
processed when the final payroll is run. This report should be reviewed Monday of
payroll week to allow time to correct entries before payroll processed for the period.
(The normal schedule calls for the final payroll run to occur at 7:00 a.m. on Tuesday
of payday week.)

This report can also display all earnings and deductions and can be run for closed
payroll periods as needed for historical research.

Procedural Steps

1.1. Access transaction by:

Via Menus

Reports after Payroll Run > Z PAYROLL EDITS

Via Favorites Menu

Z PAYROLL_EDITS

Double click on Payroll Results Edit Report and the following screen will

appear:
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Input Fields

Field Value

Other Period

Period and year is required only when selecting “Other period”. Enter the pay
period number and year according to “Period List” distributed by Dept of Finance

Personnel number

Employee numbers are used to select specific employees — leave blank if
Organization Key is used.

Org. Key

Enter Agency, Space, Low Org and Distribution of employees to be reported —
leave blank if Personnel number is used.

Total Paid Hours

Enter the total paid hours to be used to select employees based on the total
number of paid hours.

Wage Types Enter the wage type(s) codes of the specific types of payments or deductions that
should be included in the report. Entry is required if this radial button is selected.

Amount Enter the dollar amount(s) that should be used to filter the wage type(s) that are
included in the report. Entry is optional

Hours Enter the hour amount(s) that should be used to filter the wage type(s) that are
included in the report. Entry is optional

Gross Pay Enter the amounts to be used to select employees based on the gross pay
amount.

Net Pay Enter the amounts to be used to select employees based on the net pay amount.

Retro Records

Enter the amount(s) to be used to select employees with retroactive pay.
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1.2

1.3

1.4

15

1.6

1.7

Select the pay period for which you want the report. You can select the
current period or other periods. To select an “other period”, click the
“Other period” button and enter the period number (1 through 26) and the
calendar year.

Normally, you leave the “Personnel number” field blank and use the
Organization key for the selection criteria as described below. If you want
to select specific employees, enter their personnel number(s) in the
Personnel number field.

NOTE: When you click on the arrow next to an entry box, a “Multiple
selection ...” window appears. Use green tabbed boxes to enter multiple
individual selection criteria or ranges of selection criteria. Use red tabbed
boxes to exclude records from the range of selected criteria. All selection
boxes that appear when you click on the arrow next to the entry box
operate in the same way.

The “Organization key” field allows you to enter the Agency code followed
by a space, the Organization code and the Distribution code to specify
your selection of an employee group. You can use the wild card symbol, *,
in your selection criteria. For example, if you want all employees in agency
100 and organization code 0420, you should enter 100 0420*. You can also
select employees from multiple organization keys by clicking on the arrow
to the right of the “Organization key” entry field. (See step 1.4)

The “Selection Filters” area allows you to select the payroll data that will
appear on the report. You can use any of five types of selection filters: 1)
Total Paid Hours, 2) Wage Type, 3) Gross Pay, 4) Net Pay, or 5) Retro
Records. (You can enter any Wage Type(s) when you use the Wage Type
selection filter. A list of Wage Types is available in the payroll users
manual.)

Double click on the radial button next to the type of selection filter you
want to use. Then press the enter key and an entry box will appear. To
make multiple entries, click on the arrow next to the entry box. (Refer to

step 1.4) Click on the Execute button @ and view the report. Click on the

printicon 8 i you want to print the report. Review the report for possible
errors. If you discover errors, get them corrected before payroll is run for
the final time.
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1.8 Following are examples of completed selection filters and the related

reports:

1) These selection criteria list employees who will have more than 80 hours

of pay.

Selective Payroll Results
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The selection filters were entered as follows:
Double click on the “Total Paid Hours” radial button and the entry box

appears.

Double click on the entry box and a selections option box appears
Double click on the “Greater than” line and the green less than symbol

appears in front of the entry box.

These selection criteria resulted in the following report:
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2) These selection criteria list employees who will have no gross pay.
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The selection filters were entered as follows:
Double click on the Gross Pay radial button and the entry box appears
Double click on the entry box and a selections option box appears
Double click on the “Less than” line and the green less than symbol appears
in front of the entry box.

These selection criteria resulted in the following report:
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3) These selection criteria list employees who will have other pay equal to or
greater than $200.
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The selection filters were entered as follows:
Double click on the “Wage Types” radial button and the entry box appears
Double click on the arrow next to the entry box and a multiple selections box
appears.
Click on the “Ranges” tab with the green ball and enter the wage type codes
for other types of pay. (1100 through 1199) and then click on the copy icon in
the lower left corner.
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Additional selection criteria is entered as follows:
Double click on the amount entry box and a selections option box appears
Double click on the Greater than or equal to line
Enter $200.00 in the amount entry box

These selection criteria resulted in the following report:
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4) These selection criteria list employees who will have retroactive pay adjustments.
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Click on the Retro Records radial button and the following screen will appear:
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This example shows that the employee was overpaid by $35.22 “For-period” 22 and
therefore had a reduction in gross pay of $35.22 “In-period”. For instructions on
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how to research the cause of retroactive pay changes see the section entitled
‘Retro Research” in the payroll users manual.
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